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SOLICITATION FOR: 
 RFP #21-36  On-Call Hearing Officer Services  

 

 

 

 

 

 

 

 

CITY OF SOMERVILLE, MASSACHUSETTS 

 

RELEASE DATE: 12/2/2020 

QUESTIONS DUE: 12/9/2020 by 12PM EST    

DUE DATE AND TIME: 12/16/2020 by 2PM EST   
 

Anticipated Contract Award 12/21/2020  

Est. Contract Commencement Date  12/22/2020  

Est. Contract Completion Date  12/21/2023 

Est. Renewal Years (If Applicable) As an alternative to a 3 year contract, the City 

reserves the right to award a one year contract with 

the option to renew for 2 additional one year terms 

at the City’s sole discretion. 

 

DELIVER TO: 

City of Somerville 

Purchasing Department 

Attn:  Thupten Chukhatsang  

 Procurement Analyst 

 tchukhatsang@somervillema.gov 

93 Highland Avenue 

Somerville, MA 02143 

 
Due to the COVID-19 pandemic and the City’s measures to contain the spread of this virus, City 

Buildings are currently not open to the Public. In light of this, additional methods of submission are 

being provided. Please review the attached forms titled “Methods of Bid Submission” for more details. 

 

  



Somerville City Hall  • 93 Highland Avenue • Somerville, Massachusetts 02143 

(617) 625-6600, Ext. 3400 • TTY: (866) 808-4851 • Fax: (617) 625-1344 
www.somervillema.gov 

 

 

Methods of Bid Submission:  

Bidders may submit bids in any of the following ways. All bids will be time-

stamped and must be received no later than due date and time.  

1)  Deposit your sealed bid package in the black drop box located by the 

School Street entrance to City Hall, located near the corner of School Street 

and 93 Highland Avenue.  

2)  Sealed bids can be sent to City Hall through the US Postal Service or 

other delivery service (e.g. FedEx, UPS).  

3)  BidExpress.com is an online bidding platform where bidders can submit 

all required documents. The fee to use this service is approximately $35.00 

unless your company has a subscription with BidExpress. You can access 

the bid package and forms via the City of Somerville BidExpress page at:  

https://www.bidexpress.com/businesses/33100/home  A user guide is attached 

for your reference.  

4)  For any technical assistance while submitting the online bid, please 

contact the BidExpress Customer support team at www.bidexpress.com. 

http://www.somervillema.gov/


                                          
 
 

                                     THE CITY OF SOMERVILLE, MASSACHUSETTS 
                                                              BidExpress User Manual 
 

 

In an effort to improve efficiency and standardization, transparency, paper savings, and to 
provide contractors and suppliers in all industries an equal, fair and unbiased access to 
opportunities, the City of Somerville (www.somervillema.gov) is transitioning to electronic 
bidding, through the use of BidExpress.  This online bidding platform is located at 
www.bidexpress.com. Unless stated otherwise in the bid package, paper bids will continue to be 
received and accepted for most bids. 

This guide provides information about how to use BidExpress. 

• Subscribing to BidExpress 

Step 1. Click Here to navigate to the Bid Express signup page. 

Step 2.  From there, you’ll be prompted to enter some basic company/contact information to set 
up your account.  Tip: It is best to set up your company’s Bid Express account in the authorized 
signer’s name – this is who will need to sign the bid once you are ready to submit an offer. 

*Please note: On the signup page you will see some information on how to pay-per-solicitation, 
or to buy a monthly subscription for $50. Please select the best suited option. 

Step 3.  Once you submit your registration form, you’ll be asked to confirm your account via the 
email address you provided during registration. Log into your email inbox, find the email 
notification, and activate your BidExpress account. 

Step 4. Once the account is activated, you will be able to search for and select any City of 
Somerville bids available on BidExpress by going to the ‘Solicitations’ tab in the Green Ribbon. 
Use the search bar at the top of that page to navigate to City of Somerville bid.  

Step 5. Once you find the bid you are looking for, click on it and you will be brought to the 
solicitation. From this page, you’ll be able to read over the bid specifications, categories, terms, 
etc. or download any relevant attachments. However, to begin entering information, you’ll first 
need to click the green ‘Select for Bidding’ button at the top-right of the page. This will activate 
the solicitation, enabling you to fill it out and securely submit your bid. 

Step 6. Once you have clicked Select for Bidding, you’ll see some new buttons/features appear 
at the top of the solicitation:  

http://www.somervillema.gov/
http://www.bidexpress.com/
https://www.infotechexpress.com/registration/new?app_id=08b3d1713188df08d8970b79c2d30ea5628af16e53abe624a239557b2dcf3429&return_to=https%3A%2F%2Fwww.bidexpress.com
https://www.bidexpress.com/businesses/33100/home
https://www.bidexpress.com/businesses/33100/home
https://www.bidexpress.com/businesses/33100/home
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a. The Estimated Time Remaining bar displays at the top of your bid. This lets you 
know how many days/hours/minutes remain to complete the bid. Once the bid deadline 
passes, the bid is locked and you will no longer have access to submit or make changes to 
your bid.  
b. As you work on your bid, click ‘Save Draft’ to save your progress as you go along. 
c. When you feel your bid is complete, click ‘Check Bid’ to ensure you have not missed 
any required fields. 
d. You’ll see a group of Blue ovals at the top of the bid. Clicking on any of these ovals 
will bring you down to that particular section of the bid. *Please note that you can 
collapse any section of the bid by clicking on the section title. This may help you navigate 
the bid more quickly & easily* 

 

 Step 7.  Take your time when completing the bid, and make sure to read all directions carefully. 
All required fields are marked with a red asterisk (*). If you come across a required field that 
doesn’t apply to your business, simply enter ‘N/A’ in that field so as not to be flagged for 
missing information later on. 

Step 8.  Make sure all required documentation is uploaded in the ‘Attach Bid Documents’ 
section of the bid. The following forms are REQUIRED of every bidder and must be 
included signed & dated: Non-Collusion and Tax Compliance Form, Quality Requirement 
Form, Signed W-9, Reference Form and other Standard Contract Forms for the City of 
Somerville. 

Step 9. When your bid is complete, click the ‘Check Bid’ button at the top of the solicitation. 
Enter any missing information that displays, then click ‘Submit Bid’. You will receive a 
notification that your bid has been submitted. 

The City of Somerville highly encourages bidders to watch BidExpress Training videos given 
here: 

1. https://youtu.be/qiR1NBaPhzs 
2. https://youtu.be/p4PXtzP8Cng 
3. https://youtu.be/Zf8euWzViu0 
4. https://youtu.be/H2FpqZw2Y-w 

For any additional questions, bidders can contact Bid Express Support Team:  
Email: support@bidexpress.com  
Toll Free Phone: (888) 352-2439, Option #1  
Phone: (352) 381-4888 • Fax: (888) 971-4191 
 

https://youtu.be/qiR1NBaPhzs
https://youtu.be/p4PXtzP8Cng
https://youtu.be/Zf8euWzViu0
https://youtu.be/H2FpqZw2Y-w
mailto:support@bidexpress.com


 

 

CITY OF SOMERVILLE, MASSACHUSETTS 

Enclosed You Will Find a Request for Proposal For: 

RFP #21-36 On-Call Hearing Officer Services 

 

SECTION 1.0 

GENERAL INFORMATION ON PROPOSAL PROCESS 

1.1 General Instructions 
Copies of the solicitation may be obtained from the Purchasing Department on and after 12/2/2020 

per the below-noted City Hall hours of operation. 
 

 

 

 

 

 

 

All Responses Must be Sealed and Delivered To: 

Purchasing Department 

City of Somerville 

93 Highland Avenue 

Somerville, MA 02143 

It is the sole responsibility of the Offeror to ensure that the proposal arrives on time at the 

designated place. Late proposals will not be considered and will be rejected and returned. 

Proposal Format: 

Submit one (1) sealed proposal package (with two sealed envelopes, one for the price and one for the 

technical proposal); it must be marked with the solicitation title and number and must be original. 

In an effort to reduce waste, please DO NOT USE 3-RING BINDERS. 

Responses must be sealed and marked with the solicitation title and number.  

All proposals must include all forms listed in the Proposers Checklist (and all documents included or 

referenced in Sections 2.0 - 4.0). If all required documents are not present, the proposal may be 

deemed non-responsive and may result in disqualification of the proposal unless the City 

determines that such failure(s) constitute(s) a minor informality, as defined in Chapter MGL 

30B. 

A complete Proposal must also include a cover letter signed by an official authorized to bind the 

Offeror contractually and contain a statement that the proposal is firm for ninety (90) days. An 

unsigned letter, or one signed by an individual not authorized to bind the Offeror, may be 

disqualified. 

The Offeror’s authorized official(s) must sign all required proposal forms. 

The Price Form in Section 3.0 must be completed. No substitute form will be accepted. Pricing must 

remain firm for the entire contract period. 

All information in the Offeror’s response should be clear and concise. The successful response will 

be incorporated into a contract as an exhibit; therefore, Offerors should not make claims to which 

they are not prepared to commit themselves contractually. 

The successful Offeror must be an Equal Opportunity Employer.  

City Hall Hours of Operation: 

Monday – Wednesday 8:30 a.m. and 4:30 p.m. 

Thursday 8:30 a.m. to 7:30 p.m. 

Friday 8:30 a.m. to 12:30 p.m. 



 

 

 
1.2 Proposal Schedule 

Key dates for this Request for Proposals: 

RFP Issued 12/2/2020 

Deadline for Submitting 

Questions to RFP 

12/9/2020 by 12PM EST 

Proposals Due 12/16/2020 by 2PM EST   

Anticipated Contract Award 12/21/2020 

Est. Contract Commencement 

Date  

12/22/2020 

Est. Contract Completion Date 12/21/2023 

 

Responses must 

be delivered by 
12/16/2020 by 2PM EST   

to: 
 

City of Somerville 

Purchasing Department 

Attn: Thupten Chukhatsang 

93 Highland Avenue 

Somerville, MA 02143 

 

1.3 Submission Instructions 
Please submit two sealed envelopes, all within one sealed proposal package, with the following contents and 

marked in the following manner (unless you are submitting your response via www.bidexpress.com):  

 

Contents of Sealed Proposal 

Package  
Marked As 

Envelope 1 Non-Price Technical Proposal: 

Shall Include (1) original copy, and one (1) 

electronic copy.  
[Electronic copies are to be submitted on CD-ROM or thumb 

drives and are to be saved in Adobe Acrobat format. (“Read 

only” files are acceptable.)]  

To Be Marked: Non-Price Proposal RFP #21-36 

On-Call Hearing Officer Services 

 

Envelope 2 Price Proposal: Shall Include one 

(1) original and one (1) electronic copy.  
[You may put electronic copies of both the non-price and price 

proposal on the same device] 

To Be Marked: Price Proposal RFP #21-36 On-

Call Hearing Officer Services 

 

Please send the complete sealed package to 

the attention of : 

Thupten Chukhatsang 

Procurement Analyst 

Purchasing Department 

Somerville City Hall 

93 Highland Avenue 

Somerville, MA 02143 

 

 

(Note: Massachusetts General Laws, Chapter 30B requires that price proposals must be separate from technical 

proposals. Therefore, please make no reference to pricing in the non-price technical proposal. Failure to 

adhere to this requirement will result in disqualification.  

http://www.bidexpress.com/


 

 

 

Non-Price (Technical) Proposal Format 
Responses must be submitted in accordance with the requirements set forth in this solicitation. Results of the 

proposal review process will be utilized to establish a preliminary ranking of the proposers. The City may 

interview the top ranked candidates as part of the evaluation process. All information in the technical proposal 

should be organized and presented as directed below. Your Non-Price Proposal response should contain all 

forms outlined in the Proposers Checklist (Section 4.0). Responses shall be prepared on standard 8.5 x 11 inch 

paper (charts may be landscaped but must be on 8.5 x 11 inch paper) and shall be in a legible font size (12). All 

pages of each response shall be appropriately numbered (and with consecutive page numbering across tabs). 

 

Each proposal shall clearly identify the Offeror’s name, solicitation number, formal solicitation title and copy 

number, (e.g., “Original”,  “copy 2 of 3”). All submissions will allow for easy removal and replacement of 

pages. 

 

Cover Letter 

Submit a cover letter that includes the official name of the firm submitting the proposal, mailing address, e-mail 

address, telephone number, fax number, and contact name. The letter must be signed by an official authorized to 

bind the proposer contractually and contain a statement that the proposal is firm for ninety (90) days. An 

unsigned letter, or one signed by an individual not authorized to bind the Offeror, may be disqualified. 

 

Qualifications & Experience 

The Offeror shall include qualifications and experience of the firm (or sole proprietor). The Offeror shall 

identify the year the firm was established, the total number of employees currently employed, and the number of 

employees focused on this engagement. This section should also describe work that is similar in scope and 

complexity that the Offeror has undertaken in the past. A discussion of the challenges faced and solutions 

developed are highly recommended. The Offeror should also provide responses to all submission requirements 

in Section 2.0. The Offeror may include any additional literature and product brochures. The Quality 

Requirements Form (Section 2.0), or set of basic business standards, must be submitted in the sealed proposal. 

 

References 

The Offeror shall list at least three relevant references, which the City can contact. The City of Somerville 

reserves the right to use ourselves as a reference. References shall include the following information: 

●The name, address, telephone number, and email address of each client listed above. 

●A description of the work performed under each contract. ●The amount of the contract. 

●A description of the nature of the relationship between Offeror and the customer. 

●The dates of performance. ●The volume of the work performed. 

 

Price Proposal Format  
Price Summary Page (see Section 3.0) 

 

Proposal Prices to Remain Firm  

All proposal prices submitted in response to this solicitation must remain firm for 90 days following the 

proposal opening. 

 

Price Submission   

All prices must contain the unit rate as requested on the proposal price form in this solicitation. All prices are to 

include delivery, the cost of fuel, the cost of labor, and all other charges related to the products or services 



 

 

listed. Prices are to remain fixed for the contract period of performance. 

 

1.4 Questions 
Questions are due: 12/9/2020 by 12PM EST 

 

Questions concerning this solicitation must be delivered in writing to: 

 

Thupten Chukhatsang 

Procurement Analyst 

Somerville City Hall 

Purchasing Department 

93 Highland Avenue 

Somerville, MA 02143 

Or emailed to: 

tchukhatsang@somervillema.gov 

Or faxed to:  

617-625-1344 

 

Answers will be sent via an addendum to all Offerors who have registered as proposal holders. Proposers are 

encouraged to contact the Purchasing Department to register as a proposal document holder to automatically be 

alerted as to addenda as they are issued. It is the responsibility of the Offeror to also monitor the proposal portal 

on the City’s website for any updates, addenda, etc. regarding that specific solicitation. The web address is:  

http://www.somervillema.gov/departments/finance/purchasing 

 

If any proposer contacts City personnel outside of the Purchasing Department regarding this 

proposal/proposal, that proposer will be disqualified immediately. 

 

1.5 General Terms 
Estimated Quantities  

The City of Somerville has provided estimated quantities, which will be ordered/purchased over the course of 

the contract period. These estimates are estimates only and not guaranteed.  

 

Proposal Signature  

A response must be signed as follows: 1) if the Offeror is an individual, by her/him personally; 2) if the Offeror 

is a partnership, by the name of the partnership, followed by the signature of each general partner; and 3) if the 

Offeror is a corporation, by the authorized officer, whose signature must be attested to by the clerk/secretary of 

the corporation (& with corporate seal). 

 

Time for Proposal Acceptance and City Contract Requirements 

The contract will be awarded within 90 days after the proposal opening. The time for award may be extended 

for up to 45 additional days by mutual agreement between the City of Somerville and the Offeror that is most 

advantageous and responsible. The Offeror’s submission will remain in effect for a period of 90 days from the 

response deadline or until it is formally withdrawn, a contract is executed, or this solicitation is canceled, 

whichever occurs first. The Offeror will be required to sign a standard City contract per the City’s general terms 

included herein as Appendix A. 

http://www.somervillema.gov/departments/finance/purchasing


 

 

 

Holidays are as follows: 

New Year’s Day   Martin Luther King Day  Presidents’ Day Patriots’ Day 

Memorial Day   Bunker Hill Day Independence Day Labor Day 

Indigenous Peoples’ Day Veterans’ Day Thanksgiving Day Thanksgiving Friday 

Christmas Eve (half day) Christmas Day   

Please visit http://www.somervillema.gov/ for the City’s most recent calendar. *Under State Law, all holidays 

falling on Sunday must be observed on Monday. 

 

If the awarded Offeror for their convenience desires to perform work during other than normal working hours 

or on other than normal work days, or if the Offeror is required to perform work at such times, the Offeror 

shall reimburse the City for any additional expense occasioned the City, thereby, such as, but not limited to, 

overtime pay for City employees, utilities service, etc. UNLESS otherwise specified in these provisions, 

services will be performed during normal work hours. When required services occur on holidays, work will be 

performed on either the previous or following work day, unless specified otherwise. 

 

Unforeseen Office Closure 

If, at the time of the scheduled proposal opening, the Purchasing Department is closed due to uncontrolled 

events such as fire, snow, ice, wind, or building evacuation, the proposal due date will be postponed until 2:00 

p.m. on the next normal business day. Proposals will be accepted until that date and time. In the event of 

inclement weather, the Offeror is responsible for listening to the media to determine if the City has been closed 

due to weather.  

 

Changes & Addenda 

If any changes are made to this solicitation, an addendum will be issued. All proposers on record as having 

picked up the solicitation will be alerted via email as to the posting of all addenda. The City will also post 

addenda on its website (http://www.somervillema.gov/departments/finance/purchasing). No changes may be 

made to the solicitation documents by the Offerors without written authorization and/or an addendum from the 

Purchasing Department. 

 

Modification or Withdrawal of Proposals, Mistakes, and Minor Informalities  

An Offeror may correct, modify, or withdraw a proposal by written notice received by the City of Somerville 

prior to the time and date set for the proposal opening. Proposal modifications must be submitted in a sealed 

envelope clearly labeled "Modification No.__" to the address listed in Section 1. Each modification must be 

numbered in sequence and must reference the original solicitation. After the proposal opening, an Offeror may 

not change any provision of the proposal in a manner prejudicial to the interests of the City or fair competition. 

Minor informalities will be waived or the proposer will be allowed to correct them. If a mistake and the 

intended proposal are clearly evident on the face of the proposal document, the mistake will be corrected to 

reflect the intended correct proposal, and the proposer will be notified in writing; the proposer may not 

withdraw the proposal. A proposer may withdraw a proposal if a mistake is clearly evident on the face of the 

proposal document, but the intended correct proposal is not similarly evident. 

 

Right to Cancel/Reject Proposals  

The City of Somerville may cancel this solicitation, or reject in whole or in part any and all proposals, if the 

City determines that cancellation or rejection serves the best interests of the City. 

 

Unbalanced Proposals 

The City reserves the right to reject unbalanced, front-loaded, and conditional proposals. 

http://www.somervillema.gov/
http://www.somervillema.gov/departments/finance/purchasing
file:///C:/Users/anosnik/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/759P8TMY/Model%20IFB%20comments.doc%23statute
file:///C:/Users/anosnik/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/759P8TMY/Model%20IFB%20comments.doc%23cancel


 

 

 

Brand Name “or Equal”  

Any references to any brand name or proprietary product in the specifications shall require the acceptance of an 

equal or better brand. The City has the right to make the final determination as to whether an alternate brand is 

equal to the brand specified.  

 

Electronic Funds Transfer (EFT) 

For EFT payment, the following shall be included with invoices to the point of contact: 

 Contract/Order number; Contractor’s name & address as stated in the contract;  

 The signature (manual or electronic, as appropriate) title, and telephone number of the Offeror’s 

representative authorized to provide sensitive information;  

 Name of financial institution; Financial institution nine (9) digit routing transit number; 

 Offeror’s account number; Type of account, i.e., checking or saving. 

 

1.6 Evaluation Methodology 
Comparative Evaluation Criteria 

The Comparative Evaluation Criteria set forth in Section 2 of this RFP shall be used to evaluate responsible and 

responsive proposals.  

 

All proposals will be reviewed by an evaluation committee composed of employees of the City. Final selection will 

be based upon the evaluators’ analysis of the information and materials required under the RFP and provided by the 

proposing vendors in their submissions. The City reserves the right to involve an outside consultant in the selection 

process. Proposals that meet the minimum quality requirements will be reviewed for responses to the comparative 

evaluation criteria. The evaluation committee will assign a rating of Highly Advantageous, Advantageous, Not 

Advantageous, or Unacceptable to the comparative evaluation criteria.  

 

The City will only award a contract to a responsive and responsible Proposer. Before awarding the contract(s), the 

City may request additional information from the Proposer to ensure that the Proposer has the resources necessary to 

perform the required services. The City reserves the right to reject any and all proposals if it determines that the 

criteria set forth have not been met.        

 

Selection Process 

Qualified proposals will be reviewed and rated by the Evaluation Committee ("the Committee") on the basis of 

the comparative evaluation criteria and minimum quality requirements included in Section 2.0.  

 

The City may request additional information from the Offerors to ensure that the Offeror has the necessary 

resources to perform the required services. The Committee may choose to select a set of finalists to be 

interviewed ("the short list"). The short-listed applicants will be notified, either by e-mail or telephone, of the 

date, time, and place for their interviews and any other pertinent information related thereto. The Mayor may, at 

the Mayor’s sole discretion, interview the applicants on the short list. The Committee will rank all candidates 

and make a recommendation to the Mayor to enter into a contract with the most highly advantageous Offeror.  

 

The City will award the contract to the most responsive and responsible Offeror whose entire proposal (technical 

and price) is deemed to be the most highly advantageous. The City reserves the right to reject any and all 

proposals if it determines that the criteria set forth have not been met.  

  



 

 

RFP #21-36 
SECTION 2.0 

RULE FOR AWARD /  

SPECIFICATIONS/SCOPE OF SERVICES 
 

Rule for Award 

The contract shall be awarded to the responsible and responsive proposer submitting the most advantageous 

proposal response, taking into consideration all evaluation criteria as well as price. The contract will be awarded 

within ninety (90) days after the proposal opening. The time for award may be extended for up to 45 additional 

days by mutual agreement between the City and the most highly advantageous and responsible offeror. The City 

intends to award a 3 year contract. As an alternative to a 3 year contract, the City reserves the right to award a 

one year contract with the option to renew for 2 additional one year terms at the City’s sole discretion. All 

funding is subject to appropriation. 

 

Background 

The City of Somerville requires the services of a Hearing Officer for grievance hearings on an on-call and as 

needed basis.  
 

Scope of Services/Specifications 

1. The Hearing Officer shall as requested perform all services necessary to act as the Appointing 

Authority’s authorized designee in any hearing held by the City of Somerville pursuant to M.G.L. c. 31 

including, but not limited to hearing testimony and swearing in witnesses, and reviewing all pertinent 

documents, evidence, and legal memorandums submitted by the parties to determine just cause and 

recommended action to be taken;  

2. The Hearing Officer shall as requested also perform all services necessary to hear grievances brought 

pursuant to City employee collective bargaining agreements. Such grievances shall include those brought 

by Police, Fire and all other municipal employees pursuant to the terms of their applicable collective 

bargaining agreement;  

3. Keep the City fully apprised of the status of each matter and attend such meetings with officials, elected 

and appointed, agents, employees or representatives of the City as are reasonably necessary and as the 

City may reasonably request; and 

4. Issue a written decision on the Grievance; 

5. Issue a written decision with recommendations to the Appointing Authority as to just cause following 

any hearing held pursuant to M.G.L. c. 31; 

6. Appear and testify on behalf of the City of Somerville before any court, commission, board or agency of 

the Commonwealth of Massachusetts, if necessary. 

 

Qualifications/Requirements 

 A minimum of five (5) years of experience serving as an appointing authority’s authorized designee in 

any hearing held pursuant to M.G.L. c. 31; 

 A minimum of ten (10) years of experience dealing with any litigation brought pursuant to M.G.L. c. 31 

and public sector collective bargaining agreements, whether as an attorney or hearing officer; 

 A minimum of ten (10) years of experience working on any cases involving public sector labor law, 

inclusive of public safety employees; 

 Submission of three (3) decisions written in your role as a hearing officer pursuant to M.G.L. c.31, and 

three (3) decisions in your role as grievance hearing officer for any grievance involving state or 

municipal public employees;  

 Prior experience working with the City of Somerville is preferred but not required;  



 

 

 

Comparative Evaluation Criteria 

The Comparative Evaluation Criteria set forth in this section of the RFP shall be used to evaluate responsible and 

responsive proposals. The Comparative Evaluation Criteria are: 

All proposals will be reviewed by an evaluation committee composed of employees of the City. Final selection will 

be based upon the evaluators’ analysis of the information and materials required under the RFP and provided by the 

proposing vendors in their submissions. The City reserves the right to involve an outside consultant in the selection 

process. Proposals that meet the minimum quality requirements will be reviewed for responses to the comparative 

evaluation criteria. The evaluation committee will assign a rating of Highly Advantageous, Advantageous, Not 

Advantageous, or Unacceptable to the comparative evaluation criteria.  

 

Factor 1:  Technical Response and Management Approach 

Highly Advantageous  
The proposer’s response demonstrates a comprehensive understanding of the 

scope/requirements and a thorough attention to detail. The response meets all the 

requirements in the scope and is optimal for Somerville’s specific needs. 

Advantageous  
The proposer’s response demonstrates a moderate understanding of the 

scope/requirements and modest attention to detail. The response, while meeting most 

requirements, lacks certain aspects to meet all of Somerville’s specific needs. 

Not Advantageous  
The proposer’s response lacks a comprehensive understanding of the 

scope/requirements and the attention to detail required, and is neither effective nor 

relevant to Somerville specific needs.. 

 

Factor 2:  Key Personnel 

Highly Advantageous  

All of the personnel identified by the proposer are proven to possess a very high level 

of relevant experience and performance. Resumes are included in the proposal for all 

proposed personnel. All proposed personnel are currently performing functions similar 

to those proposed and clearly show a more than adequate level of relevant experience 

to successfully perform the scope outlined herein. 

Advantageous  
All of the personnel identified by the proposer are proven to possess a high level of 

relevant experience and performance. The proposed personnel show an adequate level 

of relevant experience to successfully perform the scope outlined herein. 

Not Advantageous  
The personnel identified by the proposer possess have an adequate level of relevant 

experience. 

 

Factor 3:  Prior Experience with the City of Somerville 

Highly 

Advantageous 

The proposer has represented the City of Somerville and other municipalities in the 

Greater Boston area and utilizes personnel familiar with the Greater Boston and 

Somerville area.   

Advantageous 

The proposer has not represented the City of Somerville but has represented other 

municipalities in the Greater Boston area and utilizes personnel familiar with the 

Greater Boston and Somerville area.   

Not Advantageous 

The proposer has neither represented the City of Somerville nor any other 

municipalities in the Greater Boston area and utilizes personnel familiar with the 

Greater Boston and Somerville area.   



 

 

Quality Requirements 

Quality requirements, or basic business requirements, are the minimum set of standards that an entity must meet 

and certify to be considered responsible and responsive. Please complete the Quality Requirements form, 

below, and submit it with your completed proposal. The City of Somerville will disqualify any response that 

does not meet the minimum quality requirements. A "No” response to items 1, 2, 3, or 4 a failure to respond to 

any of the following minimum standards, will result in disqualification of your proposal. 

 

QUALITY REQUIREMENTS YES NO 

1. 
A minimum of five (5) years of experience serving as an appointing authority’s 

authorized designee in any hearing held pursuant to M.G.L. c. 31; 
  

2. 

A minimum of ten (10) years of experience dealing with any litigation brought 

pursuant to M.G.L. c. 31 and public sector collective bargaining agreements, whether 

as an attorney or hearing officer; 

  

3. 
A minimum of ten (10) years of experience working on any cases involving public 

sector labor law, inclusive of public safety employees; 
  

4. 

Submission of three (3) decisions written in your role as a hearing officer pursuant to 

M.G.L. c.31, and three (3) decisions in your role as grievance hearing officer for any 

grievance involving state or municipal public employees;  

  

5. 
Optional: 

       Prior experience working with the City of Somerville is preferred but not required; 
  

6. 

 

Optional: 

Are you a Mass. Supplier Diversity Office MBE/WBE certified minority or 

woman owned business? Additional minority designations may be submitted by 

attaching supporting documentation. 

  

 

In order to provide verification of affirmative responses to items 1, 2, 3 and 4 under the quality requirements 

listed in the Quality Requirements Form, Offeror must submit written information that details the general 

background, experience, and qualifications of the organization. Subcontractors, if applicable, must be also 

included.  

 

  



 

 

Period of Performance 

The period of performance for this contract begins on or about 12/22/2020 and ends on or about 12/21/2023. If 

applicable, optional renewal years may be exercised by the sole discretion of the City (see cover page for 

anticipated contract term). 

 

Place of Performance 

All services, delivery, and other required support shall be conducted in Somerville and other locations 

designated by the Department point of contact. Meetings between the Vendor and City personnel shall be held 

at the City of Somerville, Massachusetts, unless otherwise specified.  

 

Vendor Conduct 

The Vendor’s employees shall comply with all City regulations, policies, and procedures. The Vendor shall 

ensure that their employees present professional work attire at all times. The authorized contracting body of the 

City may, at his/her sole discretion, direct the Vendor to remove any Vendor employee from City facilities for 

misconduct or safety reasons. Such rule does not relieve the Vendor of their responsibility to provide sufficient 

and timely service. The City will provide the Vendor with immediate written notice for the removal of the 

employee. Vendors must be knowledgeable of the conflict of interest law found on the Commonwealth’s 

website http://www.mass.gov/ethics/laws-and-regulations-/conflict-of-interest-information/conflict-of-interest-

law.html. Vendors may be required to take the Conflict of Interest exam. 

 

Vendor Personnel  

The Vendor shall clearly state the name of the proposed project manager. All proposed staff must demonstrate 

the ability to carry out the specified requirements. 

 

Confidentiality 

The Vendor agrees that it will ensure that its employees and others performing services under this contract will 

not use or disclose any non-public information unless authorized by the City. That includes confidential reports, 

information, discussions, procedures, and any other data that are collected, generated or resulting from the 

performance of this scope of work.  All documents, photocopies, computer data, and any other information of 

any kind collected or received by the Vendor in connection with the contract work shall be provided to the City 

upon request at the termination of the contract (i.e., the date on which final payment is made on the contract or 

at such other time as may be requested by the City or as otherwise agreed by City and the Vendor). The Vendor 

may not discuss the contract work in progress with any outside party, including responding to media and press 

inquiries, without the prior written permission of the City. In addition, the Vendor may not issue news releases 

or similar items regarding contract award, any subsequent contract modifications, or any other contract-related 

matter without the prior written approval of the City. Requests to make such disclosures should be addressed in 

writing to the Vendor’s point of contact. 

 

Deliverables  

Vendor shall provide for all day-to-day supervision, inspection, and monitoring of all work performed to ensure 

compliance with the contract requirements. The contractor is responsible for remedying all defects and or 

omissions to the supplies or services provided to ensure that said deliverables meet the requirements as detailed 

in the contract specifications.  

http://www.mass.gov/ethics/laws-and-regulations-/conflict-of-interest-information/conflict-of-interest-law.html
http://www.mass.gov/ethics/laws-and-regulations-/conflict-of-interest-information/conflict-of-interest-law.html


 

 

RFP #21-36 
SECTION 3.0 

PRICING 
By signing this Price Form, the Proposer certifies the following bulleted statements and offers to supply and 

deliver the materials and services specified below in full accordance with the Contract Documents supplied by 

the City of Somerville entitled: On-Call Hearing Officer Services 

 The proposals will be received at the office of the Purchasing Director, Somerville City Hall, 93 Highland 

Avenue, Somerville, MA 02143 no later than 12/16/2020 by 2PM EST   

 If the awarded vendor is a Corporation a “Certificate of Good Standing” (produced by the Mass. Sec. of 

State) must be furnished with the resulting contract (see Section 4.0.) 

 Awarded Vendor must comply with Living Wage requirements (see Section 4.0; only for services) 

 Awarded Vendor must comply with insurance requirements as stated in Section 4.0. 

 The Purchasing Director reserves the right to accept or reject any or all proposals and/or to waive any 

informalities if in her/his sole judgment it is deemed to be in the best interest of the City of Somerville. 

 The following prices shall include delivery, the cost of fuel, the cost of labor, and all other charges. 
 This form to be enclosed in sealed proposal package. 

 

Please provide prices and complete the following and include any/all additional price related items below or on 

additional sheets: 

 Year 1 Year 2 Year 3 

Description 

Estimated 

Annual 

Quantities 

Hourly 

Fee/Rate 

Total (200 x 

Hourly 

Fee/Rate) 

Hourly 

Fee/Rate 

Total  

(200 x Hourly 

Fee/Rate) 

Hourly 

Fee/Rate 

Total  

(200 x Hourly 

Fee/Rate) 

On-Call 

Hearing 

Officer  

 

200 hours 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

 

$ 

Is the Hourly Fee/Rate an 

all-inclusive rate? (Y/N) 

   

List all other additional 

expense types including 

reimbursable expenses: 

   

Other:    

Name of Company/Individual: 

Address, City, State, Zip: 

Tel # Email: 

Signature of Authorized 

Individual 

Please acknowledge receipt of any and all Addenda (if applicable) by signing below and including this form in your proposal package. 

Failure to do so may subject the proposer to disqualification.  

ACKNOWLEDGEMENT OF ADDENDA: 

Addendum #1 ____ #2 ____ #3____ #4____ #5____ #6____ #7____ #8____ #9____ #10____ 



 

 

 

RFP #21-36 
SECTION 4.0 

On-Call Hearing Officer Services 

PROPOSERS’ CHECKLIST 
 

Please ensure all documents listed on this checklist are included with your proposal. Failure to do so may 

subject the proposer to disqualification. 

 

Non-Price Proposal 

 

Required with Sealed Proposals 

 

____   Cover Letter 

 

 ____ Acknowledgement of Addenda (if applicable and non-price related) 

   

 ____  Quality Requirements (See Section 2.0)  

 

 ____  Somerville Living Wage Form 

 

 ____  Certificate of Non-Collusion and Tax Compliance  

 

 _____ Certificate of Signature Authority 

 

_____  Reference Form (or equivalent may be attached) 

 

_____ Vulnerable Road Users Ordinance (if applicable) 

 

____  W9 

 

Required with Contract, Post Award 

 

_____ Certificate of Good Standing (will be required of awarded Vendor; please furnish with proposal 

if available) 

 

_____ Insurance Specifications (will be required of awarded Vendor; furnish sample certificate with 

bid, if possible)  

 

_____ Statement of Management (if applicable) 

 

  

Price Proposal 

 

 ____ Acknowledgement of Addenda (if applicable and price related) 

 

 _____ Price Form 
  



http://www.somervillema.gov/purchasing


http://www.somervillema.gov/purchasing


http://www.somervillema.gov/purchasing






















https://www.mass.gov/supplier-diversity-office


https://library.municode.com/MA/Somerville/codes/code_of_ordinances?nodeId=PTIICOOR_CH12STSIOTPUPL_ARTVIIIORSAVUROUS
mailto:fleetinspections@somervillema.gov
mailto:rbonney@somervillema.gov






http://corp.sec.state.ma.us/CorpWeb/Certificates/CertificateOrderForm.aspx
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